
Progress Report
[PROJECT TITLE]


	Project sponsor
	[INSERT NAME] 

	Project manager
	[INSERT NAME]



	Report period
	[INSERT DATES]



	Project status
A summary on how project is progressing. Is it on track, if not why? What mitigating action is being taken? How has the project plan been adjusted?

	[INSERT SUMMARY]




	Overall status
	RED
	AMBER
	GREEN



	Progress on activities and deliverables for the current period
A summary of key activities undertaken and deliverables completed in the current reporting period.

	[INSERT SUMMARY] 






	Planned activities and deliverables for the next period
A summary of key activities and deliverables planned for the next reporting period.

	[INSERT SUMMARY] 


 



	Outcomes and impact
A summary of whether the project is demonstrating evidence of improvement (linked to the project logic model and measurement plan).

	[INSERT SUMMARY] 






	Risks and issues
A summary of significant risks or issues for the project that require escalation and the actions required to mitigate or resolve them.

	[INSERT SUMMARY] 






	Key decisions
A summary of key decisions that have been or need to be taken.

	[INSERT SUMMARY] 






	Key learning
A summary of key learning that can inform decisions or next steps.

	[INSERT SUMMARY] 







	RED
	Considerable slippage against plan and significant risk that project objectives will not be achieved (consider quality, cost, time, scope)

	
	

	AMBER
	Some slippage against plan but the issues are being dealt with, and project objectives should still be achieved (consider quality, cost, time, scope)

	
	

	GREEN
	On track, all project objectives are anticipated to be achieved on time (consider quality, cost, time, scope)

	
	



This template was developed for the Scottish Approach to Change
